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i DMtionmdOffimFunction uthe !unction d the. andtheoft- in b i r r  
he Personnel Development Div is ion i s  respons ipgyo r  p r o v i 8 n g  ~anc ia~$n~?e%%%!8  
ssistance t o  loca l  school systems and post-secondary i n s t i t u t i o n s  i n  the area o f  s t a f f  
evelopment. teacher education and recruitment. This d i v i s ion  promotes research, development 
nd dissemination o f  new and innovative materials and rocedures f o r  s t a f f  development 

s s i s t  Georgia publ ic  school systems i n  r e c r u i t i n g  qua l i f i ed  teachers. This res o n s i b i l i t y  i 

. Job Fairs. Standard G-lo-QBE requires tha t  each system post vacancies wi th  Teacher 
ecruitment i n  w r i t i n g  a t  l eas t  once each year. Teachers ma obtain the vacancies osted whe 

tel F i l e  by f i l l i n g  out  a Personel Data Form and submitt ing i t  t o  Teacher Recruitment. 
1vailable.Personnel F i l e  i s  set  up by ub’ect o r  teaching f i e l d  and l i s t s  of avai lable teache 
-lie o.systems u on 
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~ m n a n l a t i n g t o :  
service area personnel and responding t o  requests from loca l  school systems f o r  l i s t s  o f  
avai lab le personnel t o  f i l l  job  vacancies. 
lnduded am: 
PERSONAL DATA FORM (DE FORN 0988). NOTIFICATION OF EMPLOYMENT (DE FORM 0933). Log Sheet 
l i s  i n  dissemination o f  information t o  school systems, SCHOOL SYSTEM EMPLOYMENT 
CAR\ ( IE  FORM 0930) and Annual Report o f  Avai lable Teachers. 

rograms. teacher education and recruitment. The Teac R e r  Recruitment Un i t  was established t c  

let by three major services: 1. Vacancy Posting Service, 2. Avai lable Personnel P i l e s  and 

hey are registered w i th  Teacher Recruitment. Teachers may L placed i n  the Availa 1 l e  Persor 
The 
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receiv ing Personal Data Forms from avai lab le teachers, administrators anc 

F i b i r m n w d :  Act ive F i l e  contains Personal Data Foms grouped by Subject Area (3 months). 
I p a g t p < c i { y  c g n t a i q  Pertonal Da oms r d b -SubJect.Area, thereunder f i l e d  
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The following requires the nriar m be kept: 

a. State Law Wars. ' d. Audit periui 0 years. 
Wars. e. Administrative need 2 years. b. Statute of limitation 
years. f. Federal retention instructions 2 years. c Federal law 2 

Attach COW or e x w t  of laws OT regulations. Explain administrative need. 
Personal Data Forms are used to prepare an Annual Report on the number of people using the 
service by Primary Teaching Field and Residence. 
CFR Chapter 29-1602.31 requires records to be kept 2 years from the date o f  creation. 
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